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Purpose

The purpose of this document is to provide guidance to the ICIS users with resolutions to some common reporting questions, to offer
tips for performing everyday reporting tasks, and describe some of the new features of Business Objects XI 3.1.

New Look of XI 3.1

1. Navigation

Infoview has a new look and feel in BusinessObjects X1 3.1. When you click on the “Reports” link in ICIS, the screen below will
appear. Click the “‘Home’ icon in the left corner or click “Document List” in the toolbar or under “Navigate” to get to the following
screen:

r

BUSINESSOBIECTS INFOVIEW Business Objects’
an SAP company

&7 Home | Document List | Open - | Send To - Help | Preferences | About | Log Out

Navigate Personalize
Views your Inbox, Favorites, or Document Lists. Use the Help to learn Change your InfoView start page, viewing options, and preferences
more about Infoview. for daily tasks.
Document List [B% Preferences
- My Favorites
[ My Inbox

Ex Information OnDemand Services
@ Help

The screen below will appear when you click one of the options shown above. From this screen, you can navigate to your Favorites or
Inbox documents. You can also expand Public Folders to access the ICIS standard reports.

i e . . - Search tithe - : 1 jeofl #
= B Title
My Favorites My Favorites
bt Inbo
Public Folders

Fublic Folders
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2. Access Web Intelligence

To access Web Intelligence, Click “New” in the InfoView toolbar and select Web Intelligence Document from the drop down
&7 Home | Document List | Open ~ | Send To - | Dashboards -

|j = < Mew vs-:ld ~ | Organize - | Actions -
: —_—
m] #  Web Inteligence Document
. B My F Analytic
£ Inbos Corporate Dashboard
." 1 Publi{ & category
£

3. Running Reports

To run a report, navigate to the report and double-click the report name. For other options, right click on the report name, the available
options will appear, see below:

-

DMR Prepr ~ Froperties
Categories

Modify
Schedule
History

® | DMR Prepr

Mew ¥
Add ,

Organize r
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Setting Preferences

You can set preferences for various categories; such as Desktop Intelligence or Web Intelligence.
Select Preferences in the top right corner to access these options.
Your Preferences will be imported from the current version of BusinessObjects XI. If you have modified

your preferences in production, those preferences will be set in the new version.

@Home Document List | Open ~ | Send To -

Preferences - hgsl

» General

» Change Password

» Web Intelligence

» Desktop Intelligence

» Crystal Reports
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1. Setting Web Intelligence Preferences

This is a personal preference, Web or PDF are the recommended options, Web is the default setting.
Select a default view format:

C
C
O

Web
Interactive

PDF

2. Setting Desktop Intelligence Preferences

This is recommended to set your default format to PDF. Desktop Intelligence reports do not display properly if they are not viewed in
PDF format. Web is the default setting.

Select a default view format:
C
O
C

Web
PDF

Desktop Intelligence format (Windows only)

After the preferences are chosen click ‘OK’ or *‘Apply’ button to apply these preferences.
3. Change Password Preference

Change password does not display any options to modify password. The password can only be modified via the ICIS Application.
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New Functionality in Web Intelligence

1. Search for objects in the Universe

If you know the name of your object but are unsure where to find it, you can search for it by entering the name of the object in the
search field circled below. This is found within the Edit Query panel in Web Intelligence.
BN | -|.3| B- | ijfdtqﬂy [2] Edit Report

El_”lF L | lj_ll::.ﬁ.ddQuery | 9| En |.
Datz | Dropsskics) Result Objects

— 'f%/" '>T|:| include data in the report, select objects in the Data

-7 ICISMPDES Ad Hoc Universe -
EH{= Fadilities

wa Mumber of Parent FRS Facilities

wa Mumber of Fadlity Interests

--i_‘| Fac Identifying & Descriptive Info

[#-{5] Facility Location Info.

[#-{f ] FR5 Parent Data

--i_," All Classifications

G- All Polices

--i_," All Qriginating Programs

[#-{f 7 Environmental Justice

--i_‘| Tribal Lands

[+-{5] Fadiity SICs

[+-{5] Fadility NAICSs

[-{E) UDFs

"i_"l Lat/Long To filker the query, drag predefined filkers here or drag
[+{E7] Censtruction Lat/Long

[#-{i] Fadiity Comments

-5 Al Facility Contacts & Addresses

Query Filters
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The search does not handle wild cards and will not return results unless the string entered matches the beginning of a string in one of
the objects. For Example, if | enter “permit n”, the search takes me to the “Permit Name” object. If | enter “name” into the search
field, the “Permit Name” object will not be found, only objects that start with “Name” will be found.

Data rF‘ererﬁes ]

| -

b Gelect Migrated Fadlities
----- ¢ Exclude Mo Parent FRS Records
... "7 Select No Parent FRS Records
- Permits
----- Mumber of Permits
E|I = Perm Identifying & Descriptive Info
. -/ NPDESID
Version Mmbr
- # MGP Industrial Category Code

=]

If I continue to hit enter after an object is found, the search will bring me to the next object that contains the search criteria.

For Example: Enter “permit n” into the search field, the first object found is “Permit Name”, hit enter one more time, the next object
found is “Permit NAICS Code”, continue to search by hitting enter until the object you are looking for is found.

_/Dam [Pruperﬁes |

|permit n | i -
Important Permit Dates ;I
Compliance Tracking Status
Major Minaor Status
(-] Permit RNC Status
[#-{ ] Associated MGP Data - GPCFs only
(-] Permit SICs J
=-{== Permit NAICS

t @ Primary Permit MAICS Code
t @ Primary Permit NAICS Desc

=z All Permit NAICS
i Fermit MAICS Code

Permit MAICS Desc
b Permit MAICS Primary Indicator

12/9/2009
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If | enter a search that doesn’t have any matches, the text will turn red, indicating no match was found
_/ Data |Prnperﬁes |

) L
----- 7 Select Migrated Fadilities ;I
----- " Exclude Mo Parent FRS Records
L. Select Mo Parent FRS Records
=== Permits
----- Mumber of Permits
E| = Perm Identifying & Descriptive Info
. NPDESID
Version Mmbr

o WP =rmit Name
t @ MGP Industrial Category Code

2. Auto Save

If your session times out while you are in Web Intelligence your report will be saved so changes will not be lost. You will see the
message below if you time out of Web Intelligence. The name of your document will be in place of “10_28_Test timeout.wid”

Document Autosave and Recovery El

/s The session timed out. The document 10_28_Test timeout.wid has been
/ ! : autosaved in the Favarites~\WebInteligence folder. Clidk Restore to
retrieve it. (Error: WIJ 60001)

Restore I Close | Help |

You can retrieve the saved copy of your report in your “Favorites” folder, in a subfolder called “~Webintelligence™.

Your report will be saved in that folder. If you did not name your report before timing out, you will see something similar to ‘1_New
Web Intelligence Document_7973’. If your report named before timing out, you will see the name of your report with a numbers
appended to the name. These are system generated numbers that will be appended to the beginning and ending of the report name.

Below is an example of where these documents are stored:
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E & | = | New -~ Add - | Organize - | Actions ~

= Al Title
=[5 My Favorites % 11503_10_28 Test timeout_11502

S5 -\Webintelligence

=0 1ackie
= Pauline
- 5arah
I Swati
= & Tnbox

& pyblic Folders

Web Intelligence will display the message below, to inform you of the Autosave feature. This can be turned off by checking the “Don't
notify me again” box and selecting “OK”

Document Autosave and Recovery 5'

Web Inteligence saves documents automatically when the Web
@ Intelligence server times out.

See the Working with Documents = Saving Documents = Automatic
Saving and Recovery topic in the online help for more information,

(l_ Dor't notify me ;CD
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3. Input Controls

The Input Controls in Web Intelligence documents allows users to filter data quickly and easily for analyzing the information before
applying a filter.

ce ent F X
| B - | (3 edt query |5 Edit Report] & RefreshData = | [T wrack] 1] G| 1| 6| | O il i@ | @1 | @ -
—_lrﬂﬁ'*’|9@|é\|"|7'|:§ Al -| = -|"'--|‘-|E-|Q\Hewstructurel §|100% j|PageKl|l DHI
= 2l EHBzUuA-»-H|E-L£ ===~ FH]
EFA Region Test Report
Al values
L ooz o3 ______z0u4 bws s ooy 2008 Er
_
_ 518,494 161 12,123,637,777 o
B o] = R
- o 4 OE—
Mame Repart 1
Document Properties Mew'WebI... - _
- opeonc o |
Background color | [1355, 255, &
Background image | ;
Unvisited hyperlinks calor | [==]
Visited hyperlinks color == o
Page content (Quick Display Mode o... + " | Ll;l
|PrTE—y 1

Go to Edit Report to create a new Input Control. Click on *‘New’ then select ‘EFA Region’ and click ‘Next’.
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I Define Input Control X x|
Selact Report Object Choose Control Type
Select the repart object assigned ta the input cantral Select and define the cantrol
Single value |
[=)--+| New Web Inteligence Document 2 =
Sl Region fr—— ) ]
o {1 Final Order Entered FY @ d
Tatal Sett, Pallutant Annual Amaunt Entry Field Combo box  JEERGET List box
Multiple values
=
O - -
Check boxes List box ﬂ
Bl Input control properties
Type Combo box
Label EFA Region
Description
List of Values All values From report
Ise restricted list of values [T es
Default valus(s)
Operatar Equal ko
I™ lInclude obijects From selectzd block oy Arranged by: Alphabetic order =
< Back Mexk = Cancel < Back | Mext = I Cancel

Select one of the Control Type, for e.g. Combo box. The properties can be modified based on the requirement.
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The Default ‘Report Body’ is selected as it is the only one in the report. Click on “Finish’. The Input control is displayed with values

populated.
2l

Assign Report Elements
Seleckt report elements to assign Ehem to the input conkraoal

=12 Repork 1
t[H] Reporkt Header
= I~ Repork Body
(- = g Block=

L. [F1] Report Fooker

I=I General -
Mame Repork 1
Dacument Properties New Web 1., -

-] Appearance
Backaround calor 1255, 255. 2

= Back I Einish I
Input Contrels
¢ Input Controls - Repart 1 n
‘E’ Mew Reset |
EFA Region % Test Report
IAII values -
- o2 o3 ooa ____boos _Boos ooy 2008 200 |
01 |
- CR—
03
04 s |
05
_ 518,404,161 12122537777
06 hd
o8 7 s |
i Properties n _ 111,222
% 8 =t = EE—
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When a value is selected in the input control, the filter gets applied to only one block. The input control filter can be applied to the
entire report or specific blocks within the report. The dependencies tab allows selecting one or multiple blocks for which the input

control should apply.

m Templates W Inpuk ContmlsL
n

: Input Cantrols - Report 1

% New | Reset
EFA Region ES Test Report
23]
o4 -
' L zos 2005 2005 o7 ___200s _____200s

518,494 161

12,122 537,777

In the following example, input control is present on Region Code but there are two blocks in the report. The input control is applied

to only one block to view the data for only one region whereas the Chart shows data for all the regions.

Edit Input Control

Propertie;/'—Dependencies ]

Seleck report elements ko assign Ehem to Ehe inpuk conkrol

=2 Report 1
i..[H] Report Header
= Report Body
— W T Block1
H - 7 el Block=z
i...[F] Report Fooker

o 1

Cancel

12/9/2009
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| Test Document - ST- 2

F X

[l ~| 5| # | - | (3 Edt Quary [[<) EdReport]

= RefrashData =%

[Py Track W W | 1| 5E)| | QL il @ | @) | @ -

=f_,kr.ﬁz._é:'-|9|oo|£|ﬂ.vlf -

4 -1z -

| '|E' | ’E@Viewstru(turel

| FlB z O|A - % -

NET IR |

{100 j|r:age|u|1_n|l

- Templates Map; Ir;wtconhols\_

¢ Input Cantrols - Report 1

B2 Naw | Reset

EFA Region 3 Report Title
EFA Region Cnum of Enforcem
ol s a
04 Florida i o
02 =
Geaorgia 61 <
03 . €
llinois 59 @
7| E .|
Maorth Carolina 7 o
]
R Morth Dakota 1 E
i Properties n w
B Tennesses 19 k-]
Ss— i | = | =) B 1
Texas ] 3
= General A ) ) o
Name Report 1 Wiscansin 3 o
Document Propetties Test Docu... 04 Sum 162 o 02 03 04 05 06 or o8 09 10 HQ
= ‘Appearance EFA Region
Badkground calar | [_]255, 255, =
Background image | - Sum 162
Unvisited hyperlinks color | (5]
Visited hyperlinks calor =1 —
Page content (Quick Display Mode o... - | | _|;|
4 b
(Name) :
(Dascription) [= Report 1 | 4 b E
Last Refresh Date: October 8, 2009 1:30:48 PM GMT-04:00
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4. Tracking Data

Data changes can be tracked in a report using the Track button for a quick review and the changed data is highlighted in different
colors when the report is refreshed.

New Web Intefigence Document s

| '|5| ﬂﬁ|v‘ﬁﬂEditQuery = Refresh Data T‘| '7_"]|33§| = 3 ol ﬁ| ‘5__’!| 2 v

_Test Document - 5T - 2 B IS

[ | '| r‘j“;l # ‘ - | L_;J Edit Query ||| Edit Repart =2 Pefresh Data & r cke _\| '%'_-ril BEE| ﬁl| ), Dril i | 'Eﬂ | 3 -
7 . | == ; —  — :
B |9 04|k | Y - |7E|E | E - -|'~u-\1€v|luﬁs’\ﬂew5tructurei i[100% j|Page|4<|1 »ui
: M HBzujA-e- gL E=3==-50<])
~ Data | Templates | Map~ Input Controls} “
¢ Input Controls - Report 1 0
5 N | S | ...........................................................................................................................................................................................................................................................
EFA Region 2 Report Title
EFA Region Count of Enforcem: 600
Co & u
04 Florida 1 9
| L | t 5 o
Georgia 61 <
03 g =
[llinais 59 g 400
& 04 | + £ i
Narth Caralina 7 8 00
=]
= . Marth Dakota 1 E
: Properties o T w200
= : . Tennessee 19 k<1
= 121+|E'|E}i o £ 100
Texas B S
=l General = T =]
Name. Report 1 \Wiscansin 5 o
Document Propertiss Test Docu. .. 04 Sum 162 01 02 03 04 05 06 O7F 08 09 10 HQ
rAppeatance EFA Reglon
Background color [1255, 255, 2 .
Background image Sum 162
Unvisited hyperlinks color =] T
Visited hyperlinks color == s
+I Page content (Quick Display Mode o... . | | x
4 b I
{Name) e
(Description) \\@Reportl ‘ ibE

Click on the “Track’ to track the changes in the report data.

The data can be tracked in two different modes.

a) When Auto-update the reference data with each data refresh is selected which is the default, the report always shows the difference
between the most recent data and the last refreshed data.
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b) When “Use the current data as reference data’ is selected, which is the manual tracking mode; the report always shows the

difference between the most recent data and the fixed reference data.

Activate Data Tracking

x|

@ Set the reference data For data tracking
v EAuto—update the reference data with each data refresh

i~ Use the current data as reference daka (data on October 8, 2009 1:30:48 PM GMT-04:00)

You need ko refresh the document ko see changed data.
[~ Refresh now

QK I Cancel | Help

The color coding allows you to recognize the changes in the data whether it is modified, added or deleted. In this case, Green color in
the Count column shows that the data value has increased and the Blue color of the value shows that the data has been added.

Report Title
04 Florida 1 500
Geoargia 61

Ninais
Marth Carolina
Marth Dakota

Tennessee

- I‘J’

Count of Enforcement Actions—
w
s

Texas

Wisconsin
o4 sum:

Sum:

-
W @ W

12/9/2009

o1 oz

03 04 08 06 o7 08 09 10 HQ
EFA Region
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Click on the ‘Data tracking Options’ icon to configure the appearance of the modified data. Click on the Format tab to specify the
font, color and size of the modified data

et

|:§|§l | E - '|"|E'|\ﬂew5tructurel

i

- ST I |- oo
Format I Reference Datal A
Select which changes you want to display and their formats.
Dimensions
Report Title
P [¥ Insertions | Cell Content | | ! Format. .. I
EFA Region Cnunt of Enforcem IV Deletions el contant Format... |
04 Florida 1 _
Details
Georgia &1
linois W Changes Cell Content Format... |

Marth Carolina
MNorth Dakota

Measures and details (numerical values only)

Pennsylvania

Tennesses [~ greater than or equal to W e

Texas -
04 Sum: [~ greater than or equal to |10.0 ]

-
== R = R T T -]

Sum:

oK | Cancel Help b
| »
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The ‘Reference Data’ tab allows users to modify the reference option in the report data tracking.

s bt

Reference Data |

Select the reference data you want to use for comparizon,

{~ Auto-update the reference data with each refresh

{* Use fixed reference data from: I October &, 2009 1:30:48 PM GMT—IM:EIILI

.
- :
L;.:' More Information

Uze thiz dialog box to change the reference data and to define the cell formats
used to dizplay changed data. -

| ok || cancel

Click ‘OK’ to apply changes.
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To hide the changes in the data, click on the ‘Hide Changes’ icon and the data that is modified will not be_highlighted.

EERR.ED_QFE| ¥ Refresh Data x||WTr56 5 )ﬁl%l@aléqunll*l @ll?.‘v
f|CE| &L - | E -] B v|&v|1€v||3?v|ew5tructure. j i|100% LIlPageK(ll bu.
é'l&"|.-=|Ef§f:5'!'lggéliééllﬁlmlﬁl

Report Title

S ey mee

04 Florida 1
Georgia &1
Hlinois 64

Morth Carolina
Morth Dakota

Fennsylvania 4

Tennessee 19

Texas B

VWisconsin 8

o4 sSum: 173
sSum: 173

<

Count of Enforcement Actions

o1

oz

03

o4

o5 06 or

EFA Region

o8

[ak=]

Ho

1

Clicking on the same icon (Show changes now) will differentiate the modified data.

Edit Rﬂpu:ﬁ]

=X Refresh Data =3¢ ||F'? Irﬂl L= | Eﬁal ‘7;" 3, Drill ﬂl @ | &

|ZEI 2L - ® -|ém |- |FE-
O M B N

Wiew Struckure '

- ===

= - =) <)

N

§|1oo% LI|PagE H <|1_> M

Report Title

EFA Region Courll of Enforcem

i D4 Florida 1
Geargia &1
Minois

Haorth Carolina
MHorth Dakota
Pennsyhvania
Tennesses 19
Texas
Wisconsin
o4 sum:

12/9/2009

Count of Enforcement Actions ™

o1

oz

03

04

05 o or
EFA Region

o8
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5. Optional Prompts

The Optional Prompts does not require input if the user doesn’t wish to filter on that selection. The optional prompt can be set only on

the User-defined prompts. Click on the ‘Prompt Properties’ icon and check the ‘Optional prompt’ checkbox.

Result Objects T X )@—‘
" Final Order Mame| | ©° Final Order Type| |  Final Order Lodged Date 5'
Prompt text: |Enter value(s) faor Final Order Type: |
% Prompt Properties:
[v¥ Prompt with List of Values [~ Select anly From list
IV Keep last valuss selected
[ et default values
Type a value
3
Query Filters I e m
[ Settlement Lodged Date Prompt _I
And ! Final Order Type  Inlist |Enter value(s) for Final Order Typ( ET
! Final Order Ladged FY Inlist | |Enter value(s) for Final Order Lodged FY: |'$!' EEv oK I Cancel Help

When refreshing the report, the Optional prompt will be removed from the query if no value is selected. This feature can help improve
query performance and allow users to create reports that are more flexible.

12/9/2009
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Prompts

Select or bype the prompt values For each prompt below.

v

Settlement Lodged Date (MM/DDY): (Use * to select all.) 10/15/2009

Enter value(s) For Final Order Type: (optional) IF no value is selecked, this Filker will be remaved,

W

Enter value(s) far Final Order Lodged FY: zulu|

Type a value

Refresh values ==

EFA Identifier Fiscal Year

2010

|»

2009
2003
2007
2006
2005
2004
2003
2002

-

Last Refresh Date: October 19, 2009 12:38:03 PM...

Enter

vour search pattern | ﬂﬁ -

¥

ey

Enker value(s) for Final Order Lodged FY:

o Run Query

Cancel

12/9/2009
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Scheduling a Report

Select the report that needs to be scheduled and click on ‘Actions’ and select *Schedule’
OR

Right click the report and select ‘Schedule’

—
BUSINESSOBJECTS INFOVIEW Business_gbj;cts
an SAP company
&% Home | Document List | Open ~ | Send To ~ Help | Preferences | About | Log Out
+ X
|— | & | New ~ Add - | Organize - | Actions|~ Search title - | Pel of 1
B al Properties Title * Last Run - Type Owner
“ My Favorites Categaries DMR Instructions.pdf Adobe Acrobat Administrator
£ Inbax View
=11 public Folders Modify DMR Mailing Labels Web Intelligence Report Administrator
B0 auditor (2) History DMR Preprint Desktop Intelligence Report Administrator
-1 Batch Reports
. Feature Samples ¥ DMR Preprint Specific Permits Desktop Intelligence Report Administrator
B2 Federal Enforcement and Compliance Reports
=20 nPDES
DMR. Reports
Inspection Reports
National Standard Reports
QNCR Reports
Sample Reports
Testing
B0 Report Conversion Tool
B[ Report Samples
Search Program
B0 share Community
B[ system Administration
4« | i
Total: 4 objects

Set the parameters and enter prompt values if there are prompts present in the report.
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BUSINESSOBJECTS INFOVIEW

e

Business Objects

an SAP compary

@ Home = Document List | Open ~ | Send To -

Help

Preferences About | Log Out

Schedule Instance Title

DMR Mailing Labelq

Prompts

Formats and Destinations
Caching

Events

Scheduling Server Group

BUSINESSOBJECTS INFOVIEW

<\7; Home | Deocument List | Open -~ | Send To -

Help

F x

;‘1

Business Objects
an SAP company

Preferences | About | Log Out

Schedule Recurrence

Run object: |Now

: ’ Once
Formats and Destinations Object will run Hourly
Caching Daily
Events Weekly
Monthly

Scheduling Server Group Nth Day of Month

1st Monday of Month

Last Day of Month

® Day of Nth Week of the Month
Calendar

BIECTS INFOVIEW

é:E Home | Document List | Open = | Send To -

Help

F x

L3
Business Objects

SAP company

Preferences | About | Log Out

Schedule Prompts
Instance Title

- _Modify !\«a\ues - for DMR Mailing Labels

A. Beginning Monitoring Period End

Formats and Destinations Date(MM/YYYY):

Caching B. Months to Print

Events C. Major/Minor Indicator(s):

Scheduling Server Group D. NPDES ID(s): (Use = to select
all.)

E. Permitted Feature ID(s): (Use =
to select all.)

F. Limit Set ID(s): (Use * to select
all.}
G. State Code(s): (Use = to select
all.)

H. State-Region(s): (Use * to
select all.)

I Issuing Agency(ies): (Use = to
select all.)

J. Exclude Electronic DMR.
Submitters:
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L4
Business Objects”
Sap v

BUSINESSOBIECTS INFOVIEW

& Home | Document List | Open - | Send To - Help | Preferences | About | Log Out

F X
Schedule =
Instance Title
Recurrence lues - for DMR Mailing Labels
Prompts ning Monitoring Period End e =
Premats st Destihnions b i Reply to prompts before run query
Caching B. Manths to Frint
Events €. Major/Minor Indicator(s):
Scheduling Server Group D. NPDES ID(s): (Use = to select
all.)

E. Permitted Feature ID(s): (Use =
to select all.}

F. Limit Set ID(s): (Use = to select

to select all

all.)

G. State Code(s): (Use = to select

all.)

H. StatE—Reg|Dn(51: (USE = to A. Beginning Monitoring Period End Date(MM/YYYY):
select all.) |

L Issuing Agency(ies): (Use = to
select all.}

1. Exclude Electronic DMR
Submitters:

2) More Information

Apr | Cancel |

Scheduls Cancel |

Set correct Output Format for the report and provide the destination where it needs to be sent. Choose "Adobe Acrobat™ as the format
for your report. Choose Destination = “Inbox” to forward the report results to a users inbox.

r
BUSINESSOBIJECTS INFOVIEW

Business Objects

an SAP company

#g Home | Document List | Open ~ | Send To - Help | Preferences | About | Log Out

F X
Schedule Formats and Destinations
Instance Title
Recurrence Output Format and Destination

Qutput Format Qutput Format Details
Events I web inteligence Destinations for Adobe Acrobat - DMR Mailing Labels
Scheduling Server Group ™ Microsoft Excel ¥ Inbox T File location ™ FTP server [T Email recipients

&l 2. dobe scrobat]

™ comma Separated Values(CSV)

» Destinations Options and Settings
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Uncheck the ‘Use the Job Server’s defaults’ to select users

JECTS INFOVIEW

#i Home | Document List | Open - | Send To = Help | Freferences  About | Lo Out
* =
Schedule — =
= Output Formal and Destinag tion
Irstance Title
REOUrTEnce
Frompts < Destivne tions Options and Sl _.\>
Formats and Deshnations
Cadching
Events Destinations for the output

format Opliors and Settings
Ersserc <

Chiporsa: ||.I-'.rr'r.

Scheduling Server Group

i)V

Look For: | hgsi Search

Available Recpients Sedeched Redipients:

hgsl

A2 ¥ [

Target lsma:
& Automatically generabed

' Specific name

=
Send As:
" Shorteut
& Copy
[T Cleanup instance after scheduling

Schedule | Cancel =
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Guidelines to Schedule Reports

Report should be scheduled if it meets any of the following criteria.
1. You anticipate that the report runs for more than 5 minutes.

2. You anticipate the report to generate at least 1000 pages.
3. The report is complex, i.e. if the information is retrieved from various subject areas, or if the report has complex formatting.

4. If you have never ran this report before and have no idea about how many pages the report might generate.
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Resolution to Common issues

1. IE Settings - Downloading files

Issue:
Users get the following message when attempting to download reports from XI and they cannot download the report files:

j, To help protect your security, Internet Explorer blocked this site from downloading files bo ywour computer, Click here for options, .

Resolution:

1) From IE, go to Tools > Pop-up Blocker > Set to > Turn off pop —up blocker.

2) From IE, go to Tools > Internet Options > Click on Security Tab >Click Trusted Sites > Click “Sites” button and enter the
following site.

https://*.epa.gov

2. Viewing Reports in PDF

Issue:

Users aren’t able to view reports in PDF, even when there preferences are set.
Resolution:

1) Close all Internet Explorer windows.

2) Open Adobe Acrobat Reader. Click Edit > Preferences.

3) Click Internet in the Categories column of the Preferences property sheet.

4) Choose Display PDF in browser check box.

5) Click OK.

3. Infoview — Schedule Properties

Issue:
Users see “Never Run” in the Last Run column when looking at their reports in InfoView, even though they have run the
report.

Explanation:
The Last Run column is only for scheduled jobs. That column only changes from "Never Run™ to a date and time-stamp if the
report has ever been scheduled. The purpose of this column is for users to keep track of their scheduled jobs.
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4. Webi — Setting the Desired Date format

Issue:

Users want to set the date format in reports to something other than the default
Resolution:
1) In the “Edit Report” panel in Webi, select the date column (including the values) you want formatted.

Final Order Name |Final Order Lodged

EAST FITCHEBURG 100 52009

2) Right mouse click and choose “Format Number”.

inal Order Name |Final Order Lodged

EAST FITCHBURG 108

= Report 1

3) Choose ‘Date/Time” as the ‘Format Type’ .
4) Select the Date/Time format you want. (see screen shot below).

g Set as Section

Inserk
Copy as text
Clear

Remove

Turn Ta

E

34§ FormatNumber.. |

Format Text...

Farmula Toalbar

3 »

Farmakt

Hyperlinks

Sark

Crder

y v | v

'-‘T—"T Mew inpuk conkraol

Align

2 Document Properkizs

5) Click “OK” to set the desired date format.

12/9/2009

SHORT_DATE

Number Format x|
Format type: Properties:
Default Tuesday, September 21, 2004 -
Mumber September 21, 2004
Currency Sep 21, 2004
Date/Time
Bioolzan :45:30 PM
Custam 5:45 PM
Sep 21, 2004 8:45:30PM
9/21/04 8:45 PM =
[~ Custom
Date/Time Undefined

Add

QK | Cancel | Help |

Page 29 of 34




ICIS Reports — Best Practices XI 3.1

5. Web Intelligence Report Options

When there are multiple queries in the report, by default, Business Objects links the queries. Turn off the “Auto-merge dimensions”
option in Document Properties to separate the queries.
1) In Web Intelligence, in the “Edit Report” tab, right click somewhere in the white space of the report.
2) Select Document Properties from the list.
3) Scroll down to Data Synchronization Options and un-check “Auto-merge dimensions”

4) This option will be turned off for the selected report only. You will need to turn it off for all other reports as needed.

NPDES ID

Parameter Desc
Oxygen, dissolved (DO)

Sample Limit and DMR Data Report

Version Nmbr

GA0020222 —

Mon. Loc. Season Start Date End Date

Change of Limit Status Desc

Limit Values
Limit Value Type Code C1
Limit Value Consolidation 3
Limit Unit Short Desc mg/L
Statistical Base Short Desc MINIMUM
"""" 1/31/06
DMR Value Type Code C1
DMR Val Concat 8.3
DMR Value Received Date 2110/06
Number of Days Late
_______ |Percent Exceedence

1

. @ Report 1

¢ Document Properties b
Document: Information ¥

éDocument Options ¥
Data Synichronization Options F

[~ Extend merged dimension values

Report Order *

Fepaort 1

=
ihd

7 Help
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6. Managing Reports

1. The reports in your Inbox have limited options such as “View’ to run the report or to “Mark as Read/“Mark as Unread”. If
more options are needed such Schedule, Modify, etc., then move the reports to your Favorites folder.

Actinns|v|

View
Mark As Unread

2. To move a report to your Favorites folder, select the report and click on Organize. From the Organize drop down menu, select
“Cut” or “Copy”, then select “My Favorites” (or any subfolders you have created in your Favorites folder).

Organize| ~|| Actions -

& cut

& Copy m
53 Copy Shortout wudit Repo
[ Paste 8 Official C
2. Delete 2o

3. Click on the My Favorites Folder, and select a report and click on “‘Actions’ menu
e Properties — Shows you when the report was created and modified etc. You can add description to the report in this
view
e Categories — Shows the categories to which the report is assigned or can be assigned
e View — Runs the report
e Modify — Launches WEBI to allow you to edit and run the report
e Schedule - allows you to schedule the report
e History — shows scheduled runs for the particular report
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Actinnslv|

5 Properties
Categories
View

q Madify
Schedule
Histary

4. Click Modify to Open/Edit the report in WEBI, and you will see the tool bar below,
e Edit Report - allows you to format the report, you can also Save the report from here
e Edit Query - allows you to add objects to the query results and query filters, You cannot save from this window
e Track — Tracks data for changes in the report when refreshed

NnE - ﬁ|ﬂﬁ|v‘lﬂEditQuery 2 Edt Repart 2 Refresh Data x|'—!"Nrack 1 '5’1‘| ?’]|B§ﬁ|?;l| Q ol i @J viRs
et d 0 N JVAT IR AIE-1F IR PR '|ﬁv|ﬁv|@'¢iew5tructurel 100w ¥ PageH1|1_>H'

d HBzujA-b-E s -L-E55°=-|E0 )

5. Clearing Prompt Values for WEBI Reports
For WEBI reports using “User Defined Prompts” the prompt values can be cleared so that each time the report is opened, the
prompts are blank.
Tb_i\s is an example of “Predefined Prompts”

Settlement Lodged Dake Prompt

This is an example of “User Defined Prompts”
' Final Order Type  Inlist _ |Enter value(s) For Final Order Type: KE,}.- i=

! Final Order Name Inlist _ |Enter valua(s) For Final Crder Name: KQ.‘
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From the Edit Query Panel in WEBI, for each user defined prompt in the report, click the icon circled in red above. The box
below will appear. De-select “Keep last value(s) selected”. (By default, this is selected). Save the report.

Prompt x|
Prompt text: |Enter walue(s) for Final Order Type: |
ﬁ:’r Prompt Properties:

Prompt with List of Values I~ select anly fram list
v |Keep last values selected v Dptional prompt
T set default values
Type a values
| >
<
Ok I Cancel I Help I

6. Changing the order of the User defined Prompts in WEBI Reports
Click on the properties Tab in “Edit Query” panel and scroll down to the “Prompt Order” section.

Data Properties ]

T Sample Result set IIJ ﬂ 4

™ | Fixed

Data

2=

¥ Retrieve duplicate rows

Security

»

¥ allow obher users ko edit all queries

nal Order Name:

Select the prompt and move up or down using the arrows keys to set the order of display.
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7. Saving Report Results to CSV file
e CSV file can be saved only when the report is viewed in HTML.
e Saving to .CSV file is not available if the report is viewed in PDF mode.

Below are the steps to save the results of a report as .CSV file type.
1. Run the report in InfoView.
2. Toggle to view in “HTML Format” (if your default is to view in PDF).

Report Title

Count of Enforcement Actions

L EEBEEE

INERE N e -

3. Click on Document menu - Save to my computer as - CSV to save the results into .CSV file.

| |
Swweb Inteligence - Test Document - ST - 2
i Document| | view - | [ T | 2 | © o |[100% -1 W a3 ] »
Cilose
Edit
Save Ctri+S
Sawve as
Save te fry computer as - Exeel I
Save repor to My CoOMpUter &S 3 PDF
m cEw
04 Florida C5%W (with options)..
Feorgia a1
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